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ADM NI STRATI VE ASSI STANT TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible, admnistrative-
support position in the fire departnment service, the primry
duties of which include assisting the Fire Chief in research and
pl anni ng of departnent progranms and activities; working with
di vision heads in devel oping, preparing, and nonitoring the
operational budget for the entire departnent; nmaintaining
adm ni strative records; and managi ng departnmental equipnment,
property, and supplies. The enployee of this class relieves the
Fire Chief of mnor admnistrative and clerical matters. The
Adm ni strative Assistant to the Fire Chief works with little
supervi sion, reporting to and having work reviewed by the Fire
Chi ef .

EXAMPLES OF WORK

Examples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assists the Fire Chief in gathering information necessary for
pl anni ng of assi gned prograns and activities of the departnent.
Works with boards and agenci es whose operation or rules affect
the careers of the fire departnent personnel. Keeps infornmed on
| ocal trends, nodern fire fighting methods, and adm nistrative
practices that may affect the fire service, offers advice, and
makes recommendati ons, as appropriate. Revi ews existing or
proposed | egi sl ati on, ordi nances, and court rulings to determ ne
if recomendati ons may be needed for changes in departnent
policies and procedures. Reviews departnental operations having
to do with equipnent and apparatus, conducts inspections of
various divisions of the departnent, and observes depart nment
operations in order to recommend changes for considerati on by
the Fire Chief.

Relieves the Fire Chief of routine adm nistrative and clerical

matters, including maintaining schedules of appointnents and
meetings for the Fire Chief, managing admnistrative files,
receiving and revi ew ng correspondence, and preparing
correspondence for the Fire Chief’s signature. Provides for the
mai nt enance of all department records, including making
deci si ons concerni ng what i nformation should be included and in
what form this information should be kept. Conpi | es and

organi zes data needed for records and reports. Wites requests
for grants or other special funds to aid in the operation of the
fire service. Mai ntains all personnel files for the fire
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departnment, including personnel actions, duty assignments,
absences, eligibility lists, and supplenmental pay records.

Assists the Fire Chief in accounting for the noney and assets of
the fire departnent. Gathers information to be wused in
conpiling the budget, and prepares and submts an operating
budget for the entire departnent. Authorizes the expenditure of
funds, nmaking sure that such expenditures are in accordance with
the established budget. Prepares expenditure and revenue
estimtes. Posts items into accounting software and maintains
nmont hl y bal ances. Prepares payroll records.

| nforns the public about the operations of the fire departnent.
Coordi nates special projects related to public relations or the
image of the fire departnent. Conducts polls and surveys
relating to the fire service or develops related information
gathering devices for use in setting goals for the public
rel ati ons program Organi zes and analyzes data from polls
surveys, or information gathering devices and recommend needed
policy statenments or policy changes based on data anal yses.
Coordi nates the work of the departnment with related federal
state, and |ocal agencies, releasing information and giving
assi stance when needed. Conducts tours of departnent facilities
for school or civic groups.

Mai ntains inventory of and orders supplies and equipnent.
Arranges for repairs and nmaintenance of all depart nent
facilities, equipnent, or operating systens, or assigns such to
qualified departnment personnel. |nspects equi pnent, property,
or operating systens after repairs to see that repairs were
properly acconplished. Wites specifications for new fire
depart nent equi pnent, prepares specifications for public bid,
and neets with sales representatives to review products. Makes
recommendati ons on mgpj or purchases for the departnent.

Performs related duties as assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherw se specified, all requirenments nmust be net by the

filing deadline for application for adm ssion to the

exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United.

After offer of enploynment, but before beginning work in this
class, nmust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.
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Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must possess a valid Louisiana driver’s |icense.

Must have at | east three (3) years of full-time experience with
a paid fire departnment in fire service positions performng
adm nistrative duties for a fire departnent, or duties in sone
rel ated area of operations which would afford a background in
fire suppression, fire prevention, or fire departnment training.
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